LYON

LIBERAL ARTS TEACHER EDUCATION CONCENTRATION

Mentor Teacher/Intern Guidelines

LYON COLLEGE TEACHER EDUCATION
Lyon College, PO BOX 2317, Batesville, Arkansas 72501
Telephone (870) 307-7275

2017 - 2018



Table of Contents

3 Faculty/Staff Contact Information

4 Conceptual Framework

5-6 Mission, Vision, Conceptual Framework Expanded

7-9 Information on Internship

10 Suggestions for the Mentor Teacher

11-12 Suggested Sequence of Student Teaching Responsibility

13-15 The Student Intern

16 Suggestions for the Intern

17-18 Frameworks Information

19 Grievances / Termination of Internship Placement
APPENDICES

21 Student Internship Contract Appendix A

22 Guidelines Covering Ethical Practices  Appendix B

23-25 Dispositions Eval from Mentor Teacher Appendix C

26 Weekly Intern Report Forms Appendix D

27 Intern Record of Teaching Hours Appendix E

28-30 Mentor Teacher Final Evaluation Appendix F

NOTE: A complete copy of the Lyon College Teacher Education

Handbook can be found on our website.



Internship Guidelines | 2017-18

Liberal Arts Teacher Education Program

Faculty

Dr. Kim Crosby Mrs. Karin Brown Dr. Nikki Yonts
Assistant Professor of Education Assistant Professor of Assistant Professor of
Director of Teacher Education Elementary Education Psychology and Education
B.A. Lyon College B.S. Arkansas State University B.A. Washington State University
M.Ed. Harding University MSTS University of Central Ark M.S./Ph.D. Oklahoma State University
Ed.D. Arkansas State University SCCT Arkansas State University Office: 870-307-7285
Office: 870-307-7275 Office: 870-307-7373 nikki.yonts@lyon.edu
Cell: 870-307-5546 karin.brown@Iyon.edu

kimberly.crosby@lyon.edu

Administrative Assistant
Office: 870-307-7258

Liberal Arts Teacher Education Committee

The Teacher Education Program at Lyon College values its strong relationship with surrounding
school districts. These strong relationships give us significant input from school-based practitioners
into the work of the Liberal Arts Teacher Education Committee. This committee serves as a policy-
making and advisory group for the Lyon College Teacher Education Program.

Partner School Districts

Lyon College places candidates with qualified mentor teachers in three partner school districts: Batesville,
Southside and Cave City. Lyon will consider placing candidates in other districts if an experienced
teacher is available to collaborate and an agreement can be reached with the district.

The student internship experience is the culminating activity for teacher education candidates. The
application in the classroom of methodology and learning theory is for many the highlight of their college
years of coursework. The time spent with mentor teachers is invaluable in providing
models that will be the basis for developing individual philosophies and personal conceptions of what
education for all children ought to be.
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LYON COLLEGE

CONCEPTUAL FRAMEWORK for TEACHER EDUCATION

The Education of the Whole Person BUILT
on the Foundation of Liberal Arts

T E wise consumers of
I ) education research

the classroom as they relate to race,
gender, and social class

U NDERSTAND and address inequities in

I NSTRUCT using technology skills

L EAD in the continuous improvement
of schools

T iEACIl{ effectively at the appropriate instructional
eve

THE LIBERAL ARTS FOUNDATION

Lyon College teacher education candidates should be
liberally educated and take liberal arts knowledge, skills
and dispositions into the classroom.
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LYON COLLEGE TEACHER EDUCATION PROGRAM
CONCEPTUAL FRAMEWORK

Our Mission

“The Education of the Whole Person BUILT on the Foundation of Liberal Arts”

Our Vision

We believe that each child, regardless of gender, race, creed, family background or socioeconomic status,
has a right to be taught by a qualified teacher, a teacher who can help each child become all he or she can
become. Our intent is to create a program for teachers that will bring that vision into practice.

Grounding the Vision

Our vision is grounded in the principles that follow:

1. Qualified Teachers Need a Liberal Education.

Sharing the NCATE vision of qualified teachers, Lyon College insures that its graduates,
who become licensed teachers, have completed a liberal education by requiring them to
major in a liberal arts discipline while completing a liberal general education program. We
believe that liberally educated people are thoughtful, inquisitive, critical, and creative men
and women with ingrained habits of reasoned thought, and virtues of honesty, fairness,
and respect for others. Lyon wants candidates with these dispositions to become teachers
and future leaders in our schools.

2. Qualified Teachers Need Pedagogical SKkill.

Evidence shows that subject matter knowledge is not enough for effective teaching.
Teachers must also understand and be able to apply the growing knowledge base of
pedagogy. Accordingly, the heart of our teacher education program is a series of
observation, participation, and internship experiences that will prepare better practitioners.

3. Qualified Teachers Need to Model and Encourage Critical Thinking.

Learning to think critically enables children to become responsible citizens able to respect
differing points of view and to appreciate the contributions of diverse peoples. Liberally
educated teachers provide children with an academic foundation that cultivates their critical
thinking skills.
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Conceptual Framework Expanded

INTRODUCTION

To facilitate excellence in teaching, the Lyon College Teacher Education program seeks to provide an
environment conducive to the preparation of competent, qualified teachers for today's schools. The

model is "the education of the whole person" based on the foundation of the liberal arts.

The

Education program supports the mission of the College in its endeavors to develop creative and
thoughtful leaders.

Lyon College graduates of teacher education concentrations and the Early Childhood Major will achieve
the following outcomes:

1.

Be wise consumers of educational research by

a. Applying current research to improve teaching and learning

b. Using research to make data-based decisions

c. Designing, conducting and communicating the results of their own studies

Understand and address inequities in the classroom, as they relate to race, gender, and
social class by

a. Teaching in culturally relevant ways that affirm every students capacity to learn

b. Creating classroom learning environments that provide all students opportunities to learn
c. Using a variety of approaches to assessment of learning

Instruct using technology skills by
a. lIdentifying, using and assessing instructional technology
b. Developing in students the ability to use instructional technology

Lead in the continuous improvement of schools by

a. Communicating well with students, parents, and community members

b. Working sensitively with diverse students, parents, and community members

c. Collaborating effectively with peers and administrators in cooperative teaching/learning
teams

Teach effectively at the appropriate instructional level by

a. Identifying students’ developmental levels

b. Applying a knowledge of child and adolescent growth and development at the appropriate
instructional level

c. Using a variety of teaching/learning strategies at the appropriate developmental level

Be liberally educated and take liberal arts knowledge, skills and dispositions into the
classroom by

a. Demonstrating proficiency in reading, writing, speaking

b. Having a general knowledge of several liberal arts disciplines and by being able to
integrate their content into lessons they teach

Demonstrating intellectual ability in a liberal arts major

Fostering critical and creative thinking in their students

Demonstrating ethical professional behavior

Demonstrating enthusiasm for teaching and learning

Fostering a love of lifelong learning

@~ooo
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The Student Internship

Goal

The goal of student internship is to provide the pre-service teacher with a realistic experience in planning,
managing, and teaching in an early childhood or secondary classroom.

Objectives
At the end of the student internship, the student intern will be able to:

Identify individual learning needs.

Plan and teach lessons at the appropriate level.

Guide and direct learning in a classroom by using a variety of techniques.
Evaluate student learning and progress.

Report student learning and progress to parents and administrators.
Demonstrate professional work habits, ethics, and relationships.

Activities
In order to accomplish the above objectives, the student intern shall:

Participate daily, Monday through Friday, in his/her placement.

Assist the classroom teacher in organizing and preparing a classroom.

Gradually assume responsibility for teaching the various subject areas.

Assemble teaching units and write daily lesson plans.

Assume full classroom responsibilities for at least two weeks of the internship.

Participate in all activities expected of the classroom teacher each semester.

Adhere to district policies for certified faculty including the ones concerning the times to arrive at

and depart from schools.

e Students completing the two-semester half-day internship are required to put in a minimum
of 17.5 clock hours a week at the school (during regularly scheduled weeks).

e Students completing the one-semester full-day internship are required to put in a minimum

of 35 clock hours a week at the school (during regularly scheduled weeks).

Student Internship Observations

There are two different types of observation to be conducted during the internship experience: you will
observe your mentor teacher and you will observe other teachers in a different education setting. The
observations of other teachers will be arranged by you, your mentor, and your college supervisor. When
possible these will include traveling to model schools for a different perspective on education. You will
need to write a reflection paper for each of the observations outside of your mentor teacher’s classroom.
More details about this will be given in your internship seminar.

Suggested Procedure for the Student Internship Period

Student interns will receive twelve (12) credit hours for the internship experience. Interns who are completing
the internship in two semesters of half-days will receive six (6) credit hours per semester and will continue to
take courses at the college while teaching part-time in the public schools. Interns completing the internship
in one semester will receive the full twelve (12) hours of credit and will spend the entire school day, five days

7
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per week, in the placement classroom. Interns wishing to complete the one-semester internship must have
completed all required coursework and must have the permission of the faculty advisor and the Director of
Teacher Education in order to do so.

Each intern and mentor teacher will work out an individualized program depending on the public school
and college schedules. The individualized program must include daily classroom involvement Monday
through Friday unless an alternate schedule is approved by the college supervisor and the partnering mentor
teacher. A completed schedule is to be filled out at the beginning of the internship. A copy of this schedule
should be given to the mentor teacher and the college supervisor, and a copy should be placed in the Digital
Internship Portfolio.

Student interns will start the internship year when their mentor teachers do and are expected to report for
teacher in-service meetings prior to the beginning of classes. All interns will remain in the classroom full
time for the first weeks of the K-12 calendar, keeping the same hours on campus as the mentor teacher.
When classes begin at Lyon College, interns who are completing the two-semester internship will begin
following the half-day schedule and will continue with their individualized internship programs according to
the schedule they have worked out with the college supervisor and the mentor teacher. If there is a day
when Lyon classes are cancelled, but the public school is open, the student intern is expected to be
at the school for the full day. Interns are expected to be ready to start their placement no later than
one full week prior to the first day of classes on the public school calendar.

Responsibilities for Student Internship

The student internship is a cooperative venture involving a number of people. Following the student intern’s
request for placement, a Teacher Education faculty member makes the initial contact with a partner school
district administrator who has the responsibility for making student intern assignments. That administrator,
in consultation with district principals and teachers, finalizes the field placements. The student intern signs a
contract (see Appendix). Then information delineating roles and responsibilities for the student internship is
distributed to all personnel participating in the student internship experience. At the end of the experience
an honorarium is sent by the College to the teacher for each student intern.

The College Supervisor

Each student intern is supervised by a Teacher Education faculty member. The college supervisor makes a
preliminary visit to get acquainted with school personnel and to see that the principal(s) and mentor teacher(s)
understand procedures for the student internship period. At the time of the preliminary visit, the supervisor
may be able to set a time for the first full visit. The supervisor will visit the student intern at least three times
each semester. At least one visit during the internship will be made by a faculty member from the
intern’s major area of study. During each visit, the supervisor will complete an Observation Form (see
Appendix) which will give feedback regarding the intern's performance. One copy of the form will be filed in
the student intern’s Digital Internship Portfolio.

Throughout the semester, the college supervisor will confer regularly with the mentor teacher, student intern,
and members of the internship team about the experiences and progress of the student intern. The
supervisor should be called immediately by either the mentor teacher or student intern when
problems arise. Talking the problem through may prevent future problems.

The Principal

The principal will work with the mentor teacher(s) to help provide a good experience for the student intern.
The principal should make decisions regarding the student intern's participation in teacher in-service, staff
meetings, and parent-teacher conferences. Interns are expected to participate in all activities required
of the mentor teacher. The principal may give the student intern helpful feedback by making a formal
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evaluation during the teaching of a lesson. Additional help may be given by discussing criteria used when
hiring teachers or conducting a mock interview.

The Mentor Teacher

Student interns work collaboratively with the mentor teachers to whom they are assigned. Usually, the mentor
teacher has at least three years of experience in the District and some education beyond the bachelor's
degree. The mentor teacher has the dual role of being responsible for the instructional program for pupils
while serving as mentor for the student intern. While the role of mentor is of utmost importance, the College
recognizes that the first responsibility of the mentor teacher is to the pupils in his or her classroom. The
College reserves the right to remove the student intern if the situation does not seem to be serving the best
interests of the pupils in the classroom and/or the student intern.

Evaluation

The mentor teacher is responsible for evaluating the student intern. Evaluation should be a continuous
process with feedback given to the student intern on a regular basis through weekly conferences. Mentor
teachers will also assist in grading the intern by completing disposition surveys electronically or on paper on
a monthly basis coinciding with each visit by the College supervisor. The survey results will be factored into
the intern’s grade for the internship and will be placed in the student intern's digital portfolio. A Final
Evaluation that also factors into the intern’s grade (see appendix) is to be sent to the College at the completion
of the student internship. This final report is also completed via electronic survey.

The student internship credit at Lyon College is awarded on a letter grade basis, and final determination of
the grade is made by the Teacher Education faculty with the above-mentioned input from the partnering
mentor teachers.

Student Internship Expenses

Student Internship Fee . ... ... .. . $200.00
(payable $100 per fall and spring semester)

Praxis | TeStS. . . . oo e e e varies*

*Changes in the Praxis exams occur periodically. Check with the Program Director or your
college supervisor before registering for your Praxis Il exams so you can be sure to register
for the appropriate exams.

Information on how to register for Praxis Exams and access Tests at a Glance
preparation information can be found at: www.ets.org/praxis

and on the Lyon Teacher Education Webpage

http://www.lyon.edu/academic/programs/socialscience/education.aspx

Revised 4/25/17


http://www.ets.org/praxis
http://www.lyon.edu/academic/programs/socialscience/education.aspx

Suggestions for the Mentor Teacher

Determining just how to ease the student intern into actual teaching requires some planning and must be
done on an individual basis, however some suggestions include the following:

1.

10.

11.

12.

10

The internship will consist of 12 credit hours with a minimum of 480 clock hours (240 per
semester). Interns will participate in approximately 300 hours of actual teaching, which includes
classroom instruction for individuals, testing & tutoring, and work with small groups. (Time spent grading
papers and planning do not count as internship clock hours.) One credit hour will be earned for every
40 clock hours of internship. Interns completing the two-semester internship should complete a
minimum of 240 clock hours per semester. (NOTE: Interns with special scheduling needs may
request permission to “bank” hours in the fall semester. The request must be made in writing to the
Director of Teacher Education, and decisions will be made on a case-by-case basis.)

So that student interns can become acquainted with the methods and materials used in your classroom,
we suggest that they be allowed to observe a short time before actually beginning to assume
responsibility for lesson planning and teaching. At first, interns should be given routine tasks such as
checking papers, preparing special lessons, helping with small groups, or working with individual
students.

When you feel that the student intern is ready, you may give him/her responsibility for teaching selected
lessons. This could be done by rotating classes taught so that every area has been covered before full
responsibility is assumed. Go over lesson plans with the student intern to ensure that the plans are
appropriate. (Refer to “Suggested sequence of student teaching responsibilities” on the next page.)

You and the college coordinator will determine when the student intern is ready to assume complete
control and teaching of the class. You decide together whether he/she is more comfortable with you in
or out of the room. If you do not stay in the room the entire time, you should be immediately available
to the student intern if the need should arise.

Please set up a regular weekly conference time with the student intern so that you may discuss
any problems and share ideas for improving the teaching experience. Do not hesitate to give
constructive criticism. Feedback is essential to a positive learning experience.

Provide the student intern with a list of students, a seating chart, a copy of the daily schedule, fire and
tornado drill procedures, and a school handbook.

Provide a place in the classroom, such as an extra desk, where the student intern may keep her/his
personal belongings and inform the intern of any special dress code that is expected.

Introduce the student intern to the other people in the building, including the secretary, cafeteria
personnel, and custodians.

Acquaint the student intern with school policies as specified in the school's handbook and share the
school bulletins or announcements with the student intern.

Include the student intern in faculty meetings, conferences, in-service, and professional meetings as
much as possible. The student intern should become a part of the total school program.

Help the student intern by providing guidance through lesson planning and teaching and by giving
suggestions for improvement.

Contact the college coordinator if there is a question or concern regarding the student intern.
Please keep a written record of intern absences, tardies, and early departures.
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Suggested Sequence of student teaching responsibilities

Secondary Interns

Fall Semester — 15t Placement

Week

Intern Responsibilities

First two weeks of semester
(August)

Observe/Assist

September Observe/Assist/Assume full responsibility for 1
class

October Observe/Assist/Assume full responsibility for 2-
3 classes

November Assume full responsibility for 3-4 classes

December Phase out of teaching role/Observe/Assist

Spring Semester — 2" Placement
Week Intern Responsibilities
January Observe/Assist

February — Spring Break

Observe/Assist/Assume full responsibility for
1 class

After Spring Break

Observe/Assist/Assume full responsibility for
2-3 classes

April

Observe/Assist/Assume full responsibility for
3-4 classes

Final week of April

Phase out of teaching role/Observe/Assist

Revised 4/25/17
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Suggested Sequence of Intern Responsibilities for Two-semester Internship

Elementary Education Interns

Fall Semester — 15t Placement

Week Intern Responsibilities

Weeks 1 & 2 Observe and Assist

Weeks 3 & 4 Observe/Assist/Assume 15t subject

Week 5 Assist/Assume 2" subject

Week 6 & 7 Teach 2 Subjects

Week 8 Teach 2 Subjects/Assume 3 subject

Week 9 Teach 3 Subjects/Assume 4™ subject

Week 10 Teach 4 Subjects

Week 11 Teach All Subjects

Week 12 Teach All Subjects

Week 13 Phase out of 1 subject

Week 14 Phase out of subjects 2 & 3/ Observe and Assist

Week 15 Phase out of all subjects and Observe and Assist
Spring Semester — 2" Placement

Week Intern Responsibilities

Weeks 1 & 2 Observe and Assist

Weeks 3 & 4 Observe/Assist/Assume 15t subject

Week 5 Assist/Assume 2" subject

Week 6 & 7 Teach 2 Subjects

Week 8 Teach 2 Subjects/Assume 3" subject

Week 9 Teach 3 Subjects/Assume 4™ subject

Week 10 Teach 4 Subjects

Week 11 Teach All Subjects

Week 12 Teach All Subjects

Week 13 Phase out of 1 subject

Week 14 Phase out of subjects 2 & 3/ Observe and Assist

Week 15 Phase out of all subjects and Observe and Assist

12
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The Student Intern

The student internship is an important part of the Teacher Education Program. As a guest in the school and
member of a team, the student intern must assume responsibility for being professional in every way. There
are several areas that require special attention.

Attendance

During the student internship, the intern is required to be in attendance every K-12 day, Monday through
Friday, as scheduled. This includes, whenever possible, days and times that the mentor teacher is on duty
or is participating in teacher in-service, parent-teacher conferences, professional meetings, etc.

While lliness or emergencies may occur that cause an intern to be absent, all interns are expected to maintain
a professionally appropriate attendance record in their internship classrooms. Most Arkansas public schools
provide teachers with nine (9) sick days and two (2) personal days per year. Since we expect Lyon education
interns to be prepared, positive professionals, the following attendance policy will be in effect:

e Absences will be limited to five (5) calendar days per semester. Additional absences could lead to
dismissal from the program and a possible failing grade for the internship course.

e Two (2) late arrivals or early departures will count as one (1) absence.

e The student intern must notify the mentor teacher and the college supervisor at the earliest
possible time prior to the absence via telephone, email, Facebook, or text message.

¢ Following the third absence, the intern will meet with his or her coordinator and receive a written
reminder of the internship attendance policy.

¢ Following the fifth absence, the intern will meet with a college supervisor and the Director of Teacher
Education to review the intern’s continued participation in the internship.

o Failure to accurately report absences, late arrivals, or early departures may be viewed as a violation
of the College’s Honor Code and treated as such.

e Interns who are completing the two-semester internship must log a minimum of 240 clock
hours of internship participation each semester. (NOTE: Interns with special scheduling needs
may request permission to “bank” hours in the fall semester. The request must be made in writing
to the Director of Teacher Education, and decisions will be made on a case-by-case basis.) Interns
completing the one-semester internship must log a minimum of 480 clock hours.

Schedule for Intern

Student interns are required to follow the academic calendar of the cooperating school to which they are
assigned rather than the Lyon calendar. This requirement means that interns must be in attendance for
internship on holidays and College breaks if the public school is in session. Student interns are also expected
to report each day when the mentor teacher is required to report. Generally, the school day starts at 7:30-
7:45 and ends at 3:30. This daily schedule may vary from school to school. Interns are expected to follow the
schedule of the mentor teacher in regard to non-teaching duties and meetings also. The college supervisor
must approve any change in the daily schedule.

13
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Dress and Grooming

The student intern is required to follow the dress code established by the school district. As a model for
young students, the student intern should be neat and well groomed. The professional appearance of the
student intern will aid in identifying him/her as an authority figure. Do not eat or chew anything while teaching.
Wind suits, sweats, shorts, t-shirts, flip flops and jeans are generally not acceptable. If a student intern has
piercings (tongue, nose, eyebrow, and navel rings), these should be removed before going to school or school
events. Tattoos should be covered by clothing.

Planning and Preparation

Careful planning and good organization are prerequisites for successful teaching. The student intern can
facilitate lesson presentation by spending much preparation time in advance of actual teaching. Daily and
weekly plans must be available in advance for both the mentor teacher and college supervisor to discuss.

Discipline/Classroom Management

The mentor teacher will establish a routine for classroom management and guidelines for discipline. The
student intern should be conscientious about following the procedures established by the teacher.
Consistency is important to maintaining a positive teaching/learning environment.

Interest in Education

Educators are often judged by the interest and enthusiasm they project. Student interns who are excited
about student internship tend to motivate those with whom they work. Attendance at functions beyond the
school day is often used as an indicator of interest in students as individuals. The student intern who is
perceived as a warm, caring person will usually relate well to others.

Professionalism

Teaching is a profession. As a member of that profession, the student intern is expected to maintain high
ethical standards. Relationships with students should be of a professional nature. The school, its personnel
and students should not be discussed negatively. Statements made by school personnel, parents or teachers
should be kept confidential. The student intern needs to be flexible and open to constructive
suggestions.

As interns develop relationships with students, they should use discretion and keep a professional distance.
Itis strongly recommended that candidates not give home phone numbers and email addresses to students,
nor share Facebook or other social network space with students. ALL communication with students/minors
should be of the highest professional level.

Legal Liability
A student intern, while in the performance of his/her duties and responsibilities as a student intern, shall be

legally liable for his/her own acts and conduct, and shall be afforded protection under the law, to the same
extent as his/her mentor teacher(s) and other officers and employees of the school district. In the temporary

14
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absence of the mentor teacher from the classroom and while the assigned student intern is required to remain
in the classroom, the pupils thereof shall be under the direct supervision and disciplinary control of the student
intern.

Student Interns as Substitute Teachers

The student internship is designed to be a mentored experience in which a novice works with an experienced
professional educator who serves as a role model. The use of the student teacher as a substitute jeopardizes
this priority and places the student teacher in a position of assuming undue responsibility. For these reasons
student interns should not be used as substitutes during the internship experience. When the internship
is completed, students are free to place their names on the substitute list.

Use of Corporal (Physical) Punishment

In view of the legal status of student interns, no student intern from Lyon College will be allowed to administer
or witness any form of corporal punishment. If any student intern should be placed in a situation where
corporal punishment is being used, the punishment must be administered by a certified teacher or
administrator. Violation of this policy will result in the student intern being withdrawn from student internship.

Language Habits

Student interns should remember that they are to model standard language usage. The interns’ adherence
to the rules of standard usage will be reflected in their overall evaluation.

Expectation of Students

Student interns should be aware that their attitudes toward and expectations of the students they teach have
a strong impact on how well those students perform. Student interns should refrain from making negative
statements about the students they teach.

Social Networking Sites

ALL social networking sites, websites, or blogs in which you participate should be reviewed for any
unprofessional content. Be careful not to post content that is in violation of Lyon College policy or the policies
of the school district(s) to which you are assigned.

15
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Suggestions to Assure Success in the Internship

1. The internship will consist of 12 credit hours with a minimum of 480 clock hours (240 per
semester). Interns will participate in approximately 300 hours of actual teaching, which includes
classroom instruction for individuals, testing & tutoring, and work with small groups. (Time spent
grading papers and planning may not be counted as internship clock hours.) One credit hour will
be earned for every 40 clock hours of internship. Interns should complete a minimum of 240
clock hours per semester.

2. Confirm your source of transportation. Have your own car or share rides with one of the other
students and plan to help with expenses. Do not rely on the teachers of the district for
transportation.

3. If you live on campus, confer with the Dean of Students about arrangements for students eating
lunch off campus or ask for a sack lunch from the College cafeteria. Do not charge lunches at
school unless that is the district policy.

4. Follow school attendance policies for certified personnel. Leave for school early. Allow time for
emergencies so that you will not find yourself rushing in breathlessly at the last minute. Be
punctual.

5. Do not ask to leave school before you are scheduled to leave unless it is absolutely essential.
Assist the classroom teacher in after-school responsibilities as appropriate.

6. Keep outside activities to a minimum. Save your energy for lesson preparation and planning.
Get plenty of sleep so you will have the necessary vitality.

7. Notify your mentor teacher and college coordinator when you must be absent. (REQUIRED)

8. Stay home when you are ill. It is not wise to expose others to unnecessary illness.

9. Prepare thorough lesson plans before you teach. Ask your mentor teacher to go over them to be
sure you have done adequate planning.

10. Study carefully. KNOW the material you will be teaching as well as the material that precedes
and follows the lesson.

11. Make your presentations as interesting as possible. Be alive. Speak with authority.
12. Adhere to the mentor teacher's expectations for his/her students.
13. Be firm, direct, and positive with students.

14. Try to attend activities that are not a part of the school day. When possible, get to know families of
the students. Teaching is much more than lecturing and grading papers.

15. Use school materials sparingly.

16. TAKE YOUR WORK SERIOUSLY, BUT KEEP A SENSE OF HUMOR!

16
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THE FRAMEWORK FOR TEACHING MODEL
(TESS)

The State of Arkansas has adopted Charlotte Danielson’s FRAMEWORK FOR TEACHING model of
supervision and evaluation to provide support to novice teachers. The outcomes of Lyon College’s teacher
preparation program are aligned with FRAMEWORK expectations. As a result, the Coordinator's
Evaluation Form reflects the four FRAMEWORK domains.

FRAMEWORK Domain Descriptions

Domain 1: Planning and Preparation

Domain 1 describes how the teacher organizes for classroom instruction. Teachers must transform the
curriculum so that it is accessible to their students. They must have a deep knowledge of the content itself
and of how to design instruction that is appropriate to the diverse learners in the classroom.

Domain 2: The Classroom Environment

Domain 2 focuses on the aspects of the classroom that are conducive to learning, not as associated with
the learning of any particular content, but rather as they set the stage for all learning. The classroom
environment is critical to promoting learning and making the teacher’'s exercise of instructional skills
possible.

Domain 3: Instruction

Domain 3 describes how teachers bring complex content to life for their students and engage them in
learning through skillful classroom interactions, integrated assessment strategies, and teacher flexibility
and responsiveness.

Domain 4: Professional Responsibilities

Domain 4 focuses on the professional dispositions associated with teaching. Teachers demonstrate their
commitment to high standards through self-reflection, attention to responsibility, and strong communication
and collaboration with parents and colleagues.
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OVERVIEW OF FRAMEWORK DOMAINS

Domain 1: Planning and Preparation

Component la:
Component 1b:
Component 1c:
Component 1d:

Component le:

Component 1f:

Demonstrating Knowledge of Content and Pedagogy

Demonstrating Knowledge of Students
Setting Instructional Outcomes
Demonstrating Knowledge of Resources
Designing Coherent Instruction

Designing Student Assessments

Domain 2: The Classroom Environment

Component 2a:
Component 2b:
Component 2c:
Component 2d:

Component 2e:

Domain 3: Instruction

Component 3a:
Component 3b:
Component 3c:
Component 3d:

Component 3e:

Creating an Environment of Respect and Rapport

Establishing a Culture for Learning
Managing Classroom Procedures
Managing Student Behavior

Organizing Physical Space

Communicating with Students

Using Questioning and Discussion Techniques
Engaging Students in Learning

Using Assessment in Instruction

Demonstrating Flexibility and Responsiveness

Domain 4: Professional Responsibilities

18

Component 4a:
Component 4b:
Component 4c:
Component 4d:

Component 4e:

Component 4f:

Reflecting on Teaching

Maintaining Accurate Records
Communicating with Families
Participating in a Professional Community
Growing and Developing Professionally

Showing Professionalism
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Grievances

Lyon College suggests that every effort be made to resolve conflict collaboratively. Occasionally,
differences or disagreements can occur during the internship. Each case will be handled individually based
on the specific situation. In general, when minor conflicts arise, the intern or cooperating mentor teacher is
encouraged to attempt resolution in the following ways:

e Discuss your concern(s) with the individual and give him/her a couple of days to respond.

e If you are not satisfied with the response, contact the college supervisor to make an appointment
for a conference to discuss the issue(s).

e If the situation is not resolved following this conference, the intern or cooperating mentor teacher
may contact the Director of Teacher Education and file a formal complaint in writing. The Director
of Teacher Education will respond to the complaint in writing.

e |If still unsatisfied, the intern or cooperating mentor teacher may appeal to the LATEC committee
for a review of the issue(s).

Unacceptable Internship Performance

The cooperating teacher should notify the Lyon coordinator as early as possible when an intern is not
performing to expectations. The coordinator will work with the mentor teacher on an individual basis to
specify areas that need improvement and strategies to be implemented. In general, the following options
will be considered:

e The coordinator will be notified regarding the unacceptable quality of the intern’s performance.
e The intern will be notified by the coordinator regarding problems that need to be addressed.
e When feasible, the coordinator, cooperating teacher, and intern will develop a teaching
improvement plan (TIP) that includes
o areas for improvement,
o specific outcomes desired,
o atimeline or specific deadlines, and
o dates and signatures of the intern, the coordinator, and the cooperating teacher.
e Acopy of this plan will be placed in the intern’s file. If performance does not improve or if the intern
does not agree to this plan, the intern may be dismissed from the internship.

Termination of Internship Placements

Possible causes for termination of an intern’s placement may include, but are not limited to, the following
concerns:
e the cooperating teacher or principal requests termination,

e unprofessional or unethical behavior by the intern in the placement setting,

e evidence of lack of sensitivity to multicultural situations in the setting,

e excessive absenteeism, tardiness, or failure to comply with established policies,

o failure to submit required lesson plans and other assignments in a timely manner,

e inappropriate interpersonal conduct with students, staff, faculty, and administrators,
e inappropriate attitude or hostility, and/or

e breach of confidentiality concerning a student.

Immediate termination may result if the safety of either the intern or any person at the partner school is
compromised by the placement. A decision for immediate termination is made by the Director of Teacher
Education, in consultation with the college supervisor and the appropriate personnel at the partner school.
Any concerns regarding safety should be brought immediately to the attention of the college supervisor
and/or the Director of Teacher Education.
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Appendix A

Lyon College Teacher Education Program
STUDENT INTERNSHIP CONTRACT

I will follow the agreed upon internship schedule as determined by the education faculty and the mentor
teacher. | will follow school day hours (normal start time 7:30 — 7:45 and normal end time 3:30) and
be punctual in arriving at school every day.

I will be present every day of student internship unless an emergency or illness should occur. If I must
miss a day(s) of student internship, | will notify my mentor teacher and the building principal as soon
as possible and the LATEC office by 8:30 a.m. on the day of the absence. Special arrangements may
be made for me to make up the time | missed.

In the event of any unscheduled dismissal of school, | will immediately contact my college supervisor
and/or the Director of Teacher Education for instructions on what to do.

As a representative of Lyon College, the school and community to which | am assigned, and the
teaching profession, | will present myself in a professional manner both in and out of the classroom and
will observe my assigned school's codes on conduct, progress, or other rules and regulations.

I will confer on a regularly scheduled basis with my mentor teacher regarding planning of work,
performance, progress, or other matters pertaining to my student internship.

I will follow the "GUIDELINES COVERING ETHICAL PRACTICES" (K.S.A. 72-514), attached
hereto.

I have read, and do understand, and agree to the above contract. | understand that a violation of any terms
of this contract could result in my dismissal from student internship.

Signature of Intern: Date:
Signature of Lyon Coordinator Date:
Mentor Teacher Signature: Date:
Mentor Teacher Signature: Date:
Cooperating Principal Signature: Date:

Revised 4/25/17
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Appendix B
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Guidelines Covering Ethical Practices
(Attachment to Student Internship Contract)

These guidelines reflect the generally accepted ethical practices relating to the educator's
profession.

(@)

(b)

(©)

(d)

(e)

(f)

(9)

(h)

(i)

0

(k)

()

Educators in the performance of their professional duties shall be accountable for
using the current scientific knowledge available concerning their profession.

Educators shall recognize basic dignities of all individuals with whom they interact in
the performance of their professional duties.

Educators in the performance of their professional duties shall exercise due care to
protect the mental and physical safety of students, colleagues, and subordinates for
whom they are responsible.

Educators in the performance of their professional duties shall be accountable for
maintaining their integrity and shall avoid accepting anything of value offered by
another which is known to be or which may appear to be for the purpose of
influencing their professional judgments.

Educators in the performance of their professional duties shall accurately represent
their professional qualifications.

Educators in the performance of their professional duties shall be responsible to
present any subject matter in a comprehensive, accurate and objective matter.

Educators in the performance of their professional duties shall extend to students the
opportunity for individual action in pursuit of learning and shall take steps to ensure
that the students shall have access to varying points of view unless there is just
cause to act otherwise.

Educators, while performing their professional duties, shall take steps to ensure that
their actions (or that of another on their behalf,) are not made with specific intent of
advancing private economic interests. Private economic interests shall not be
construed as including fair remuneration for professional services.

Educators in the performance of their professional duties shall keep in confidence
such information as they may secure unless disclosure serves professional purposes
or is required by law.

Educators shall not use their professional position, or public property, or intentionally
permit another person to use an educators' professional position or public property
for which the educator is responsible, for partisan political, or sectarian religious
purposes, except that this shall in no way limit their constitutional or legally protected
right as a citizen.

Educators in the performance of their professional duties shall direct persons to carry
out only professional functions for which they are qualified.

Educators shall always keep in mind that the educational institutions and the
profession itself exist for the student and not the student for the profession.

(Adapted from K.S.A. 72-514; effective January 1, 1972)
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Appendix C

Mentor teacher provides a monthly evaluation of dispositions that is included in the intern’s grade calculation.
The ratings form is disseminated online through SurveyMonkey.

Mentor Dispositions Ratings Form

Your feedback is important to us! Please use the following numerical descriptions to indicate how
your intern is doing regarding professional dispositions UP TO THIS POINT in their internship.
We would also welcome any other comments you would like to share. Your ratings here will be
included as a part of the intern's grade for this lesson.

*1. Please provide the following information:
Your Name:

Intern's Name:

Today's Date:

2. Candidate is punctual and dependabile.

© 3.PROFICIENT: Candidate keeps to schedule and is always punctual and rarely/never absent. Any exceptions are
communicated in advance and/or explained.

C 2.5 Above level 2.0, but below level 3.0

2.0 DEVELOPING: Rarely absent or tardy and exceptions were explained or communicated in advance; keeps to schedule.

-

1.0 GROWTH REQUIRED: Questionable attendance and punctuality; little or no explanation or communication; does not
follow agreed upon schedule.

0.0 UNACCEPTABLE: Candidate's attendance and punctuality do not demonstrate a desire to continue in teacher
education.
Please list all dates that intern has been absent, tardy, or left their assignment early. If this is not applicable, please indicate n/a.

1.5 Above level 1.0, but below level 2.0

3. Candidate cooperates with mentor teacher and others.

3.0 PROFICIENT: Candidate works well with mentor teachers and others and is very cooperative.
2.5 Above level 2.0, but below level 3.0

2.0 DEVELOPING: Candidate is cooperative.

1.5 Above level 1.0, but below level 2.0

1.0 GROWTH REQUIRED: Candidate requires some growth and practice in cooperating with others in the school setting.

YYD

0.0 UNACCEPTABLE: Candidate's lack of cooperation does not demonstrate a desire to succeed in teaching.
Additional comments:

4. Candidate's general appearance, dress, and grooming are appropriate.

3.0 PROFICIENT: Candidate's general appearance, dress, and grooming are appropriate and meet or exceed the dress code
at all times.

P
-

2.5 Above level 2.0, but below level 3.0

2.0 DEVELOPING: Candidate follows the dress code and is appropriate in appearance and grooming.

23
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e 1.5 Above level 1.0, but below level 2.0

C 1.0 GROWTH REQUIRED: Candidate's appearance has not always been appropriate for the classroom. (please explain)
C 0.0 UNACCEPTABLE: Candidate's appearance and/or grooming do not demonstrate a desire to succeed in teaching.
Additional comments:

5. Candidate communicates well and uses standard English.
3.0 PROFICIENT: Candidate has excellent command of English grammar and usage, and communication skills are
effective and well-developed.

e 2.5 Above level 2.0, but below level 3.0

C 2.0 DEVELOPING: Candidate follows the rules for standard English and has little difficulty writing or speaking.
e 1.5 Above level 1.0, but below level 2.0

r

1.0 GROWTH REQUIRED: Candidate has made obvious errors in English usage or needs to improve in his/her overall
communication skills.

0.0 UNACCEPTABLE: Candidate's communication skills are not sufficient to succeed in teaching.
Additional comments:

6. Candidate adjusts to individual learning differences and demonstrates an understanding of children
from different backgrounds.

C 3.0 PROFICIENT: Candidate can adjust instruction to individual learning differences and is sensitive to the needs of
children from different backgrounds.

C 2.5 Above level 2.0, but below level 3.0

( 2.0 DEVELOPING: Candidate is sensitive to differences in learners and understands that background experiences are

important.
o
1.5 Above level 1.0, but below level 2.0

1.0 GROWTH REQUIRED: Candidate requires growth and practice to fully understand differences in learners and the
importance of their background experiences.

0.0 UNACCEPTABLE: Candidate's lack of sensitivity to individual students' differences does not demonstrate a desire to
succeed in teaching ALL students.
Additional comments:

7. Candidate displays enthusiasm for content and the belief that all students can learn.

u 3.0 PROFICIENT: Candidate displays enthusiasm toward content and belief in student success that results in students
becoming fully engaged in the learning process.

r

A 2.0 DEVELOPING: Candidate displays a positive attitude toward content and students and demonstrates that he/she
believes students can succeed.

r

o 1.0 GROWTH REQUIRED: Candidate requires growth and practice in modeling a positive attitude toward the content and
learning.

B 0.0 UNACCEPTABLE: Candidate's lack of enthusiasm for content and students creates an environment that is not
conducive to learning.
Additional comments:

2.5 Above level 2.0, but below level 3.0

1.5 Above level 1.0, but below level 2.0
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8. Candidate demonstrates knowledge of both content and content-specific pedagogy.

u 3.0 PROFICIENT: Candidate demonstrates a strong foundation in his/her discipline and in pedagogy as expected of an
independent, beginning teacher.

-

u 2.0 DEVELOPING: Candidate demonstrates a good foundation in his/her discipline and in pedagogy and requires only
modest assistance.

r

A 1.0 GROWTH REQUIRED: Candidate needs assistance and requires growth and practice to improve in knowledge of
content and pedagogy.

B 0.0 UNACCEPTABLE: Candidate does not demonstrate the knowledge of content and pedagogy needed to succeed in
teaching.
Additional comments:

2.5 Above level 2.0, but below level 3.0

1.5 Above level 1.0, but below level 2.0

9. Candidate demonstrates knowledge and skill in the use of technology to support student learning in
the classroom.

A 3.0 PROFICIENT: Candidate demonstrates a strong foundation in the use of technology to support learning as expected of
an independent, beginning teacher.

r

A 2.0 DEVELOPING: Candidate demonstrates a good foundation in the use of technology to support learning and requires
only modest assistance.

r

A 1.0 GROWTH REQUIRED: Candidate needs assistance and requires growth and practice to improve the use of technology
to support learning

A 0.0 UNACCEPTABLE: Candidate does not demonstrate the ability to use technology needed to succeed in teaching.
Additional comments:

2.5 Above level 2.0, but below level 3.0

1.5 Above level 1.0, but below level 2.0

10. Candidate shows professional promise and demonstrates the ability to function independently in the
classroom.

3.0 PROFICIENT: Candidate demonstrates the knowledge, skills, and dispositions expected of an independent, beginning
teacher.

C 2.5 Above level 2.0, but below level 3.0

2.0 DEVELOPING: Candidate demonstrates the knowledge, skills, and dispositions of a beginning teacher and requires
only modest assistance.

e 1.5 Above level 1.0, but below level 2.0

1.0 GROWTH REQUIRED: Candidate needs assistance and requires growth and practice to improve in knowledge, skills,

and dispositions.
0.0 UNACCEPTABLE: Candidate does not demonstrate the knowledge, skills or dispositions to succeed in teaching.
Additional comments:

11. Summary/Recommendations or additional comments from Mentor Teacher:
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Appendix D

INTERN WEEKLY REPORT FORM

Intern Name: Mentor Name:

Weekly Conference Date:

List of intern responsibilities for this week:

Total hours for the week:

Scheduled time missed — provide dates and indicate whether absence was a full day (F) or a

partial day (P) AND give reason for absence:

Intern goal(s) for next week:

Mentor comments:

Mentor signature:
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Appendix E
Student Internship Record of Teaching Hours
Name Mentor Teacher
School Grade/Subject
Name: Mentor: School: Date:
Weekly | Cumulative
Week Beginning | Monday Tuesday | Wednesday | Thursday | Friday | Total Total

Note: An excel spreadsheet will be provided on the Teacher Education web page for intern use in
documenting and tabulating clock hours.

Revised 4/25/17
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Appendix F

(The following questions are included in this evaluation. It is conducted online via SurveyMonkey.com)

Final Mentor Evaluation of Program and Intern

1. Colleagues — Thank you for your willingness to host a Lyon College student intern. Your role in
developing future educators is both significant and influential. As a small token of our very great
appreciation, you will soon receive a modest honorarium in the mail. So that we may process it,
however, you will need to fill out and return this information. We are asking for your impressions of our
teacher preparation program as well as your assessment of your intern’s performance. We are striving
to make improvements to our program and value your feedback! Again, please accept our deepest
appreciation for your collaboration with our teacher preparation program. Sincerely, Kim Crosby
Acting Director of Teacher Education DIRECTIONS: PLEASE ANSWER THE FOLLOWING
QUESTIONS AND COMMENT ON THEM AS YOU CHOOSE. ALL INFORMATION WILL BE
USED TO IMPROVE THE PROGRAM AND WILL BE TREATED CONFIDENTIALLY.

Name:
Address:
Address 2:
City/Town:
State:

ZIP:
2. My overall rating of my experience THIS YEAR with Lyon's Teacher Education program was:

3. The material | received to assist me was well organized and presented clearly and | was given contact
information and knew exactly how to contact the Lyon College Faculty representative with whom |
worked.

4. Discussions and interactions between a Lyon Teacher Education faculty member and myself were
encouraged and facilitated effectively and | was given advice, feedback, or assistance in a timely manner
if requested.

5. | felt respected by the Lyon College Faculty Member.
6. | would consider working with Lyon College teacher education students again in the future.
7. | felt the Lyon College Faculty member visited the student intern and/or my classroom

8. Please comment on what you consider to be the STRONGEST aspect of Lyon's Teacher Education
program:

9. Please comment on what you consider to be the WEAKEST aspect of Lyon's Teacher Education
program:
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10. Do you have any additional comments or suggestions for changes that could improve the Lyon
Teacher Education program?

1. Intern's Name

2. Component la:

3. Component 1b:

4. Component 1c:

5. Component 1d:

6. Component le:

~

. Component 1f:

8. Component 2a:

9. Component 2b:

10.

11.

12.

13.

14.

15.

16.

17.

18.

Component 2c

Component 2d:

Component 3a:

Component 3b:

Component 3c:

Component 3d:

Component 3e:

Component 4a:

Component 4b:

Revised 4/25/17

Demonstrating Knowledge of Content and Pedagogy

Demonstrating Knowledge of Students

Setting Instructional Outcomes

Demonstrating Knowledge of Resources

Designing Coherent Instruction

Designing Student Assessments

Creating an Environment of Respect and Rapport

Establishing a Culture for Learning

: Managing Classroom Procedures

Managing Student Behavior

Communicating with Students

Using Questioning and Discussion Techniques

Engaging Students in Learning

Using Assessment in Instruction

Demonstrating Flexibility and Responsiveness

Reflecting on Teaching

Maintaining Accurate Records
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19. Component 4c: Communicating with Families

20. Component 4d: Participating in a Professional Community

21. Component 4e: Growing and Developing Professionally

22. Component 4f: Showing Professionalism

23. Please select an answer from the following choices.
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